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Part I: General Claim Information

• Claims are due no later than April 30th.  This is a 
statutory/mandatory deadline.

• Claims consist of: Instructions, Workbooks and Claim Forms.
• Instructions and Workbooks are available on the VEGI 

website (http://accd.vermont.gov/business/start/vegi) and on the 
system.

• Veteran claimants should already have Workbooks.
• Claim forms are only available on the system.
• Pay attention to automatic system emails and regular 

emails/correspondence.
• Must be an Admin, AO, or SAO to complete/submit Claim on 

the system.
• Only an AO or SAO can certify the Claim information.
• SAVE SAVE SAVE EACH PAGE
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Part I: General Claim Information

What constitutes a complete and timely Claim?

• Workbooks and Claim forms must be complete and 
filed by the deadline of April 30th of each year. 

• All required payroll reports and forms must be current 
and filed by their due dates with the Vermont 
Department of Taxes, including:
 Form WHT-436: Quarterly Reconciliation of Withholding Tax 

 All payments due for Income Tax Withheld

 Form WHT-434: Annual Reconciliation of Withholding Tax 
Return

 Copies of W-2’s/1099’s to support Form WHT-434
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Part I: General Claim Information 

What will I need to complete a Claim?
• Headcount, Payroll, and Capital Investment data for all of 

2015
• If 2015 is Year 1, remember only employees added and capital 

expenditures made after your ACD are qualifying

• Completed Workbooks 
• 1st Year Companies: Blank Workbooks are available on the website or 

on the system 
• Veteran Companies: Use the saved Workbooks from the previous year.

• From your Authorization Document:
 Activity Commencement Date
 Authorization Period
 Wage Threshold
 Annual Performance Requirements
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• Go to the Vermont Employment Growth Incentive (VEGI) website:
http://accd.vermont.gov/business/start/vegi

• All Companies - Download and print the 2015 Instructions
• 1st Year Companies download and save these Workbooks:

 Base Employment Workbook
 New Qualified Employees Workbook
 Non-Qualified Employees Workbook
 Qualifying Capital Investment Workbook

• Veteran Companies: Reuse the Workbooks saved in previous years, 
except the Non-qualifying Employee Workbook.

• Once Workbooks are completed, save a copy to your computer for your 
records and for uploading to the VEGI Claim Form.

• These documents may also be accessed in the VEGI Application and Claim 
system at the top of each form.  
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Part II: Completing Your Workbooks

http://accd.vermont.gov/business/start/vegi
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• Workbooks may be accessed on the Application and Claims System and will be 
located at the top of each Form. 

Part II: Completing Your Workbooks
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Part II: Completing Your Workbooks
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Part II: Completing Your Workbooks
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Part II: Completing Your Workbooks
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Part II: Completing Your Workbooks
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Part II: Completing Your Workbooks
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Part II: Completing Your Workbooks
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Part II: Completing Your Workbooks
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Part II: Completing Your Workbooks
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Part II: Completing Your Workbooks



Part III: Accessing the System and 

Creating Your VEGI Claim

Log in to the VEGI Application and Claim System

• System Users with the Admin, AO, or SAO role can file claims.
• Each person has their own unique user name and password. Do not share.

To log in:
• Go to https://grants.accd.vermont.gov (this is new from last year)

• Enter your user ID and password in the Login box
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Locate the Approved Incentive

a. Click on the “Organization(s).”   

b. Click on the blue/underlined company name.

c. Click on “Organization Documents.”

d. Click on the incentive for your company.

Part III: Accessing the System and 

Creating Your VEGI Claim



e. Locate “Examine Related Items” and then click “View Related Items.”
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Part III: Accessing the System and 

Creating Your VEGI Claim
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Create a New 2015 Claim 

a. Click “Initiate a new 2015 VEGI Claim.”  

b. Once you have clicked “Initiate a new 2015 VEGI Claim” you will be returned to the VEGI Claim Menu.
Here click “View Forms”.

Part III: Accessing the System and 

Creating Your VEGI Claim



c. Click “Filing Year Selection.”  
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Part III: Accessing the System and 

Creating Your VEGI Claim



d. Choose the appropriate filing year, click “Save” and then click “Forms Menu”.  
NOTE:  Forms are different for “Years 1-5” and “Years 6-9”.
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Part IV: Completing the Claim Forms

Follow these steps after the Workbooks have been completed and your “2015 VEGI Claim” has been 
created, and saved.

Refer to the Instructions if you have created the claim and are logging back into the system.  Section III. 1. 
Locating the Claim. 

Filing Years 1 - 5 
• At the Forms Menu, click on “Claim Form – Filing Years 1-5”.  
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Years 1-5 General Claims Information
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Part IV: Completing the Claim Forms
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Part IV: Completing the Claim Forms
Years 1-5 General Claims Information
• Payroll and Jobs Information
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Years 1-5 General Claims Information
• Capital Investment Information

Part IV: Completing the Claim Forms
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Years 1-5 Benefits Form

Part IV: Completing the Claim Forms
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Part IV: Completing the Claim Forms
Years 1-5 Preparer’s 
Information
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Years 1-5 Certification 
Form

After all sections of the claim 
forms have been completed 
and the workbooks uploaded, 
the AO or SAO must review all 
workbooks and forms then 
complete the “Certification 
Form – Filing Years 1-5”.

Once completed click “Save” 
and then click “VEGI Claim 
Menu”.

Part IV: Completing the Claim Forms



Follow these steps after the Workbooks have been completed and your “2015 VEGI 
Claim” has been created, and saved.

Refer to the Instructions if you have created the claim and are logging back into the 
system.  Section III. 1. Locating the Claim. 

Filing Years 6 - 9 
• At the Forms Menu, click on “Claim Form – Filing Years 6-9”.  
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Part IV: Completing the Claim Forms
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Part IV: Completing the Claim Forms
Years 6 -9 General 
Claims Information 
and Payroll and Jobs 
Information 
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Part IV: Completing the Claim Forms
Years 6-9 Preparer’s 
Information



33

Part IV: Completing the Claim Forms

Years 6-9 Certification 
Form

After all sections of the claim 
forms have been completed 
and the workbooks uploaded, 
the AO or SAO must review all 
workbooks and forms then 
complete the “Certification 
Form – Filing Years 6-9”.

Once completed click “Save” 
and then click “VEGI Claim 
Menu”.



Part V: Filing the Claim

• Review all workbooks and 
summary data transferred to 
the Claim Form

• Review requirements for 
complete Claim

• Return to “VEGI Claim Menu”

• Change status to “Claim 
Submitted”

34



Part VI: Tax Department 

Claim Review Process
• Claims are due no later than April 30th

• Review for complete filing
• Review for performance:

– Base payroll Maintained?
– Previous Performance Requirements Maintained?
– Payroll Performance Measure Met?
– Headcount or Capital Investment Measures Met?

• Claim modifications Required?
• Notifications to taxpayer. 30 days to respond.
• Possible Claim Statuses.
• When/How/Where are incentive installments sent.
• Tax Examiner Completes the “Incentive Installment Summary 

Report”
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Thank you for doing business in Vermont! 

Please contact us if you have any questions.

• Brian Poulin, Tax Examiner
802.828.6804
brian.poulin@vermont.gov

• Fred Kenney, VEPC Executive Director
802.777.8192
fred.kenney@vermont.gov

• Kimberly Baker, VEPC Grants Management Specialist
802.828.3230
kimberly.baker@vermont.gov
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